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Not Present 
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	1
Needs Improvement 
	2
Meets Expectations 
	3
Exceeds Expectations 



	Learning Objective 2.1: 
Identify factors that can affect job performance. 
	Factors that can affect job performance are missing. 
	Fewer than two positive factors and/or fewer than two negative factors are identified for each employee based on their responsibilities and the overall work environment. 
The relevance of the factors to the job being addressed is unclear. 
	Two positive and two negative factors are identified for each employee based on their responsibilities and the overall work environment. 
The factors are clearly relevant to the job being addressed. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Selection of factors is accompanied by references to current literature on effective management practices that support the response. 

	Learning Objective 2.2: 
Explain how factors that affect job performance can be shaped to improve job performance. 
	The explanation is missing. 
	The explanation is unclear or incomplete in detailing how two negative factors and two positive factors for each employee can be shaped to enhance each employee’s job performance. 
The explanation does not reflect an understanding of effective management practices. 
	The explanation is clear and complete in detailing how two negative factors and two positive factors for each employee can be shaped to enhance each employee’s job performance. 
Explanation reflects an understanding of effective management practices. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Explanation is accompanied by references to current literature on effective management practices that support the response. 

	
Sub-Competency 3: Develop a plan to help employees set, track progress toward, and achieve performance goals. 



	Learning Objective 3.1: 
Determine employees’ goals related to their work and interests. 
	Goals related to employees work and interests are missing. 
	Fewer than two goals related to each employee’s work and interests are stated and/or the stated goals are unclear. 
The connections between the chosen goals and each employee’s work and interests are unclear. 
	Two goals related to each employee’s work and interests are clearly stated. 
The connections between the chosen goals and each employee’s work and interests are clear. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Three or more goals related to each employee’s work and interests are clearly stated. 

	
Learning Objective 3.2: 
Explain how to effectively track progress toward the identified goals. 
	Explanations of methods for each employee to effectively track progress toward the stated goals are missing. 
	
Explanation of only one method for each employee to effectively track progress toward the stated goals is provided, or two methods are provided but for only one employee. 
The methods to track progress toward the goals are not clear, difficult to follow, and/or unrealistic to execute. 
	Explanations of two methods for each employee to effectively track progress toward the stated goals are provided. 
The methods to track progress toward the goals are clear, easy to follow, and realistic to execute. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Explanations of three or more methods for each employee to effectively track progress toward the stated goals are provided. 
Sample documents for tracking progress are provided. 



	Learning Objective 3.3: 
Describe actions managers can take that will help employees achieve the stated goals. 
	Descriptions are not present. 
	Descriptions of only one action that can be taken to help each employee achieve the stated goals are provided, or actions are described for only one of the employees. 
Descriptions of the actions are unclear, not aligned to the goals, and/or not designed to further the development of the employee. 
	Descriptions of two actions that can be taken to help each employee achieve the stated goals are provided. 
Descriptions of the actions are clear, aligned to the goals, and designed to further the development of the employee. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Descriptions of three or more actions that can be taken to help each employee achieve the stated goals are provided. 
Descriptions of the actions reflect a deep understanding of management principles. 

	
Sub-Competency 4: Apply effective practices to conduct employee performance reviews. 



	Learning Objective 4.1: 
Identify high- performance behaviors for individual employees. 
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	Identification of high- performance behaviors for individual employees is missing. 
	Only one high- performance behavior is identified for each employee or high- performance behavior is identified for only one of the employees. 
A general explanation is provided that establishes the importance of the high-performance behaviors for each employee but the explanation lacks detail and depth. 
Explanation does not clearly delineate why each behavior is indicative of high performance in the workplace. 

	Two high-performance behaviors are identified for each employee. 
A rich and detailed explanation is provided that establishes the importance of the high- performance behaviors for each employee. 
Explanation clearly delineates why each behavior is indicative of high performance in the workplace. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
The effects of an individual’s high performance on others in the organization are described. 



	
Learning Objective 4.2: 
Identify low- performance behaviors for individual employees. 
	Identification of low- performance behaviors for individual employees is missing. 
	Only one low-performance behavior is identified for each employee or low- performance behaviors are identified for only one employee. 
A general explanation is provided to show the potential negative impact of the low-performance behaviors of each employee but the explanation lacks detail and depth. 
Explanation does not clearly delineate why each behavior is indicative of low performance in the workplace. 

	Two low-performance behaviors are identified for each employee. 
A rich and detailed explanation is provided to show the potential negative impact of the low-performance behaviors of each employee. 
Explanation clearly delineates why each behavior is indicative of low performance in the workplace. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
The effects of an individual’s low performance on others in the organization are described. 



	Learning Objective 4.3: 
Describe changes that employees could make that would lead to improved performance. 
	Descriptions of changes that employees could make that would lead to improved performance are not present. 
	Rich and detailed descriptions are provided for only one change that employees could make that would lead to improved performance and/or descriptions are provided for two or more changes that employees could make to improve performance, but the explanation lacks detail and depth. 
In each description, the relationships between the changes and improved performance are vague. 
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	Rich and detailed descriptions are provided for two changes that employees could make that would lead to improved performance. 
In each description, the relationships between the changes and improved performance are clear. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
The relationship between an individual’s changes to improve performance and the possible effect on other employees in the organization is described. 



	
Learning Objective 4.4: 
Explain changes that managers could make to their own performance that will lead to improved employee performance. 
	Explanations of changes that managers could make to their own performance that will lead to improved employee performance are not present. 
	Rich and detailed explanations are provided for only one change that managers could make to improve their own performance that would lead to improved employee performance, or descriptions are provided for two or more changes that managers could make to improve their own performance, but the explanation lacks detail and depth. 

	Rich and detailed explanations are provided for two changes that managers could make to improve their own performance that would lead to improved employee performance. 
The connection between the changes in the manager’s performance and improved employee performance is clear. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Effects of changes that a manager could make to personal performance on organizational culture are described. 



	Learning Objective 4.5: 
Describe resources to provide to employees to enhance their performance. 
	Description of resources to provide to employees to enhance their performance is missing. 
	A resource for enhancing employee performance is not clearly described for each employee. 
For each resource, an incomplete explanation is provided, failing to detail why the resource is a valuable resource for enhancing an individual employee’s performance or professional development. 
	For each employee, one resource for enhancing employee performance is clearly described. 
For each resource, a detailed explanation is provided, detailing why the resource is a valuable resource for enhancing an individual employee’s performance or professional development. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Two or more resources for enhancing employee performance are clearly described for each employee. 

	
Sub-Competency 5: Provide effective feedback to facilitate employee development. 


	
Learning Objective 5.1: 
Describe strategies for providing feedback on employee performance. 
	Description of strategies for providing feedback on employee performance is missing. 
	
A rich, detailed, and clear description is given of only one strategy for delivering effective feedback or the description is vague and/or incomplete. 
The descriptions of the strategies do not specify the people to consult and resources to be used. 
The strategies are not relevant to the employees whose performance is being addressed. 
	A rich, detailed, and clear description is given of two strategies for delivering effective feedback. 
The descriptions of the strategies specify the people to consult and resources to be used. 
The strategies are relevant to the employees whose performance is being addressed. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
Description of three or more strategies for delivering effective feedback is provided. 



	Learning Objective 5.2: 
Describe strategies for setting the tone for a performance review meeting. 
	Description of strategies for setting the tone for a performance review meeting is missing. 
	Only one strategy for setting the tone for a performance review meeting is clearly described or the strategy is vague and/or incomplete. 
A rationale for the strategy is vague or not relevant to the business context. 
	A rich, detailed, and clear description is given of two strategies for setting the tone for a performance review. 
For each strategy, a rationale is provided explaining why the strategy is important and how it will set the tone for the meeting. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
A list of possible comments and/or questions to help set the tone of the meeting is developed. 

	Learning Objective 5.3: 
Describe strategies to ensure a constructive meeting. 
	Description of strategies to ensure a constructive meeting is missing. 
	Only one strategy detailing what could be said or done to ensure a constructive meeting is described or the strategy is vague and/or incomplete. 
A rationale explaining why the strategy is important and how it will ensure a constructive meeting is vague or not relevant to the business context. 
	Two strategies are described that detail what could be said or done to ensure a constructive meeting. 
[bookmark: _GoBack]For each strategy, a rationale is provided explaining why the strategy is important and how it will ensure a constructive meeting. 
	Response demonstrates the same level of achievement as “2,” plus the following: 
A list of possible comments or questions to refocus the meeting if it is moving away from the initial topic(s) is developed. 
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